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Roadmap to Microsoft Excel Documentation 





i you are new to spreadsheets or to Microsoft Excel 






Hf you are familiar with Lotus 1-2-3 


Vie 





For all users 


Getting Started 






For instructions on installing and starting Microsoft Excel, see 
Getting Started. 


For a hands-on tutorial, see “Learning Microsoft Excel” in Getting Started. 


For a set of online lessons about Microsoft Excel, see the Microsoft Excel Sp readsheet with Business Grap hics and Database 


Tutorial. Start the tutorial by double-clicking the Microsoft Excel Tutorial Version 3.0 
icon in the Microsoft Excel folder. 


bal For complete information on using Microsoft Excel, including procedures, Apples Macintosh Series 
tips, and troubleshooting, see the User’s Guide. 


Rm To learn how Microsoft Excel differs from Lotus 1-2-3 and how to convert 
files, see Chapter 2, “Using Lotus 1-2-3 with Microsoft Excel” in the 
User's Guide. 


ss For a description of the sample worksheet models and macros included on 


your Microsoft Excel disks, see Appendix B, “Microsoft Excel Library” in the 
User’s Guide. 


# For complete descriptions of all worksheet and macro functions, see the 
Function Reference. 


o me For instant access to reference information on your computer screen, use 
online Help. Choose Help from the Microsoft Excel Window menu. 


For a guide to the Microsoft Excel screen, see the Quick Reference. ' 


Ne For a list of keyboard shortcuts and capsule descriptions of worksheet 
functions, see the Quick Reference. 





For a conversion table of Lotus 1-2-3 commands, see the Quick Reference. Microsoft Corporation 
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Information in this document is subject to change without notice and does not 
represent a commitment on the part of Microsoft Corporation. The software and/or 
databases described in this document are furnished under a license agreement or 
nondisclosure agreement. The software and/or databases may be used or copied 
only in accordance with the terms of the agreement. It is against the law to copy 
the software on any medium except as specifically allowed in the license or 
nondisclosure agreement. The purchaser may make one copy of the software for 
backup purposes. No part of this manual and/or database may be reproduced or 
transmitted in any form or by any means, electronic or mechanical, including 
photocopying, recording, or information storage and retrieval systems, for any 
purpose other than the purchaser's personal use, without the express written 
permission of Microsoft Corporation. 


© 1990, 1991 Microsoft Corporation. All rights reserved. Printed in the United States 
of America. 


RESTRICTED RIGHTS: Use, duplication, or disclosure by the U.S. Government 

is subject to restrictions as set forth in subparagraph (c) (1) (ii) of the Rights in 
Technical Data and Computer Software clause at DFARS 252.227-7013 or sub- 
paragraphs (c) (1) and (2) of Commercial Computer Software—Reatricted Rights at 
48 CFR $2.227-19, as applicable. Contractor/Manufacturer is Microsoft Corporation, 
One Microsoft Way, Redmond, Washington 98052-6399. 


Microsoft, the Microsoft logo, and MS are registered trademarks and Autosum, 
Making it all make sense, and Toolbar are trademarks of Microsoft Corporation. 


Apple, Macintosh, and MultiPFinder are registered trademarks and Finder and 
SuperDrive are trademarks of Apple Computer, Inc. 
Lotus and 1-2-3 are regintered trademarks of Lotus Development Corporation, 


This manual was produced using Microsoft Word. 


Document Number AB18639-0291 
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Starting Microsoft Excel 


Welcome to Microsofts Excel, the most powerful integrated spreadsheet for 
the Apple Macintosh. 


With its sophisticated spreadsheet-oriented database, Microsoft Excel puts ~. 
you in control of information. Powerful built-in graphics make it easy to 
present your information visually. With the Microsoft Excel macro language, 
you can also automate repetitive tasks or customize the way Microsoft Excel 
works for you. 


About This Book 


This book shows you how to start Microsoft Excel and use it for many 
common tasks. 


Before you begin, you should already know how to perform basic opera- 
tions with your Macintosh. You should know how to use the Finder and the 
mouse; move, size, and scroll through windows; open menus; and choose 
commands. For information on basic Macintosh tasks, see your Macintosh 
documentation. 


This book has two main parts: 


e “Starting Microsoft Excel” tells you how to set up and start Microsoft 
Excel. 


# “Learning Microsoft Excel” teaches you how to create a worksheet, use 
u database, create a chart, format a report, and automate your tasks with 
macros. If you are new to Microsoft Excel, or want to review some of the 
Microsoft Excel commands and features, work through these lessons. 


For information on the other documentation included with Microsoft Excel, 
see the Roadmap inside the front cover. 


Microsoft Excel Requirements 


To use Microsoft Excel, you need the following: 

= The master Microsoft Excel disks 

# A Macintosh Plus, Macintosh SE, or Macintosh II series computer 
# One floppy drive and either a hard drive or a SuperDrive. 
@ 


One megabyte of random-access memory; two megabytes if you are 
using MultiFinder or system software version 7.0 


= Macintosh system software version 6.0.2 or later 
A printer is optional, 





Installing Microsoft Excel 
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Insert the disk labeled “Setup” in the disk drive. 
2 Double-click the Microsoft Excel Setup icon. 


3 Follow the instructions on the screen to enter your name and 
organization, and choose OK. A dialog box appears. 


4 Decide which options you want to install. Microsoft Excel installs all of 
the options with check boxes turned on. If you don’t want to install a 
particular option, turn its check box off. 


Compare the Total Space Required and Space Available totals in the 
dialog box to make sure you have enough space for the installation. 


5 In the list, select the folder into which you want to install Microsoft Excel 


and/or the selected options. 
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To create a new folder, choose the New Folder button. Type the folder 
name in the New Folder box and choose the Create button. 


6 Choose the Install button. 


IMPORTANT Although Microsoft Excel is not copy 


~protected, you may make copies only for 


your personal use. For complete detalis, please read the license agreement 


on the disk package. 


Starting Microsoft Excel 


su Start Microsoft Excel 
1 Double-click the hard disk icon. 


2 Doubie-click the Microsoft Excel folder. 

3 Double-click the Microsoft Excel icon. 

Microsoft Excel starts and displays a new worksheet. 
sue Start Microsoft Excel and open your documents 


You can use the icons in the Pinder to start Microsoft Excel and create a new 


worksheet or open exiating documents, 
Toe 


Start Microsoft Excel andcreateanew 


worksheet 


Start Microsoft Excel and open an 
existing document 
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Where to Go Next 


TIP 


If you are new to Microsoft Excel, two tutorials can help you get started. One 
tutorial is online, which means you look at it on your computer screen. The 
other is included in this book. 


Microsoft Excel Help is also available online. When using Microsoft Excel, ~ 
if you don’t understand a dialog box or remember which key combination to 
press, you can get Help on your screen with a single keystroke. 


Using the Online Tutorial 


The Microsoft Excel online tutorial includes an overview of Microsoft Excel 
as a whole, as well as an overview of each of its major components. The 


tutorial also includes practice lessons that provide you with feedback as you 
do actual Microsoft Excel tasks. 


You can work through lessons in the online tutorial in any order you want 
and return to the tutorial whenever you need a refresher lesson. 


The lessons included in the online tutorial are described in the following list: 
a “About This Tutorial” explains how to use the tutorial. 
= “What is Microsoft Excel?" is an overview of Microsoft Excel. 


« Worksheets—The first lesson, “What is a Worksheet?,” explains the 
worksheet features of Microsoft Excel: in the second, “Using a Work- 
sheet,” you create and format a worksheet. 


= Charts—The first lesson, “What is a Chart?,” explains charts; in the 
second, “Using a Chart,” you create a chart. 


« Databases—The first lesson, “What is a Database?,” explains databases; 
in the second, “Using a Database,” you work with a database. 


sus Start the Microsoft Excel Tutorial 
1 Double-click the Microsoft Excel Tutorial icon. 
2 Follow the instructions on the screen. 


Using Online Help 


Whenever you want more information about what you are doing in Microsoft 
Iincel, yous can get Help, 


unt Get Help 


> Press COMMAND+SLASH. 


If you have function keys on your keyboard, you can also press Fi. 
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For More Information 
For more Information on oe __See In the Microsoft Exce! User's Guide 
UsingonlineHelp tt” Chapter 1, “Microsoft Excel Basics” 
Changing folders and drives Chapter 3, “Creating and Using a 
Worksheet” 






Learning 
Microsoft Excel 


“Leaming Microsoft Excel” is a tutorial that shows you how to 
create a worksheet, use a database within a worksheet, create a 
chart from worksheet data, format a worksheet to make a 
report, and automate your work with macros. By working 
through this tutorial, you will learn the basic skills you need to 
use Microsoft Excel. 
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Table of Contents 

Lesson! Creating a Worksheet ... 7 

Lesson2 Using a Database ... 27 

Lesson3 Creating a Chart ... 43 

Lesson 4 Formatting a Report ... 55 

Lesson5 Automating a Task with a Macro ... 67 
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Notational Conventions 


Creating a Worksheet 


s erdhesson In this lesson, you will create a worksheet for an operating budget. In the 
process, you will: 


The following conventions are used throughout this book: 
e Text you type appears in bold. 


s Important terms appear in italic. Titles of books also appear in italic. ’ in e Enter information in cells 


= Names of keys are in small capital letters (for example, TAB and SHIFT). t atin = Format text and numbers 
SS comets a Change column widths 
P, rocedural Con ventions by } a: ‘ ‘i = Create formulas to calculate totals 
s Commands are given with the menu name preceding the command name. ph i | se Use a function 
For example, if you need to choose the Open command from the File br 
menu, the lesson will tell you to “Choose File Open.” © Define names 
ws The procedures in the lessons refer to the ENTER key. You can press e Insert a row 


either the RETURN key or the ENTER key. 


» Add column titles and new values to the worksheet 
a Aplus sign (+) between two key names means that you must press those 


keys at the same time. For example, “Press COMMAND+S” means that you . 
hold down the COMMAND key while you press the S key. 
= Procedures you are to perform are given in numbered lists (1, 2, ...). Opening a New Worksheet 
Each procedure heading is marked by a special symbol (###47) to make 
it easy to locate the procedures in the text. sau Start Microsoft Excel 
A procedure with only one step is marked by a triangular bullet (>). ® > Double-click the Microsoft Excel icon. 
List items that provide information instead of procedural steps are Microsoft Excel starts. A blank worksheet called Worksheet! is displayed. 
marked by square bullets (s). A worksheet is a grid of rows and columns. Each intersection of a row and 
wt ‘ a column is a cell, When you open a new worksheet, the cell in the upper-left 
; wadiean. nee weg the ceciis bse adtabtie tltesans tettosning, comer is the active cell. You can tell which cell is active by its dark border. 


keyboard, separate procedures or steps are given. You can identify each 
procedure by a mouse icon ( () or a keyboard icon (Q) to the left of the 
procedure steps. 


s Tips contain shortcuts and additional information. 
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The Microsoft Excel worksheet has 16,384 rows and 256 columns. The 
columns are labeled from left to right, beginning with A through Z. After Z, 
labeling continues with AA through AZ, then BA through BZ, and so on 
through column IV. On a new worksheet, the active cell is Al—the inter- 
section of column A and row |. Al is a cell reference, which is the combina- 
tion of the column letter and the row number. For example, the cell at the 
intersection of column D and row 5 has the cell reference D5. 


The window displays only a portion of the worksheet at any one time. To see 
rows and columns that are not visible, you scroll through the worksheet. The 
preceding illustration shows the parts of the window, including the scroll 
bars you use to scroll through the worksheet. 


3) eee 


Entering Text 


© 


sun Select the cells 


When you use a Microsoft Excel worksheet, you enter text, numbers, and 
. formulas in cells. Before you enter information, you first select the cells yous. 
want to work with. Select cells Al through A9. 


1 Point to cell Al (column A, row 1). 


The mouse pointer turns into a plus sign when it is inside the worksheet 
grid. 
2 Drag to cell A9. 


Remember, when you drag the mouse, you hold down the mouse button 
while you move the mouse, and release the button when the mouse 
pointer reaches the position you want. 


P Cell Al should be the active cell. Hold down SHIFT and press the DOWN 
ARROW key until you get to cell A9. 


Cells Al through A9 are now selected. Any contiguous group of cells, such 
as this selection, is called a range of cells. 


Start here and drag to cell A9, or press 
SHIFT +DOWN ARROW until you reach cell AQ. 
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mus Type text in the cells 


Now you can start typing the expense and revenue categories for your 
operating budget. If you make a mistake, press BACKSPACE. 


Microsoft Excel displays what you type in both the formula bar and the 


active cell. The text you type is entered into the cell when you press the 
ENTER key, 
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1 Type Salary 
2 Press ENTER. 


You can press either the RETURN key or the ENTER key to enter the 
information. 


“Salary” is now entered in Al. When you press ENTER, the next cell in 
your selection becomes active. 


3 Type the expense categories Inventory and Overhead, pressing ENTER 
after each one. 


Press ENTER again to skip a cell. 

Type Total Expenses and press ENTER twice. 
Type Revenues and press ENTER twice. 

Type Operating Income and press ENTER. 


When you reach the end of a selection and press ENTER, the first cell in 
the selection becomes active again. 


NO DS 


File Edit Fermute Formet Bete Options Mecre Window 


OS (2) > ates) (Zz) [el 7) (eleis) GIG ioe #&8=€=—C 


TT TITTLE J 
weit tt 





Using the Formula Bar 


While you were typing text in column A, two boxes appeared in the left side 
of the formula bar. These are the enter and cancel boxes. Whenever you 
begin typing, the formula bar becomes active and these boxes appear. 


Insertion point 
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TIP 





The enter box works like the ENTER or RETURN key; click it to enter what you 
typed into the active cell. If you want to cancel your entry and start over, 
click the cancel box. You will use the enter and cancel boxes most often 
when you are editing the formula bar with the mouse. If you are entering 
numbers or text from the keyboard, you might find it easier to press the = 


ENTER or RETURN key to enter the information and COMMAND+PERIOD to 
cancel an entry. 


If you have an extended keyboard, you can also press the ESC key to cancel 
an entry. 


If you click any cells while the formula bar is active, Microsoft Excel may 
add cell references to what you are typing. If you accidentally add cell 
references or make a mistake while typing, press the DELETE key to delete 
your mistake. If you already pressed the ENTER key and are still in the 
selected cells, you can move back to the incorrect entry by holding down the 
SHIFT key and pressing the ENTER key. Then you can retype the entry. If you 
want to move to a cell outside the selected cells, use the ARROW keys. 


Formatting the Worksheet 


TIP 


sus Format the text 


With Microsoft Excel, you can use many different fonts, sizes, and styles to 


format text in your worksheet. To make “Operating Income” stand out on 
your worksheet, make it bold. 


You can choose any Microsoft Excel command with either the mouse or the 
keyboard. To choose a command with the mouse, point to the menu name 
and drag to the command name. To choose a command with the keyboard, 
be sure that NUM LOCK is off, press the SLASH key (/) or the DECIMAL key (.) 

on the keypad to activate the menu bar, and then press in sequence the 
underlined letters in the menu name and command name. Some commands 
also have special keyboard shortcuts. When a shortcut key Combination is 


available for a command, it is given in parentheses after the general 
instruction. 


1 Select cell A9: 
® Click cet a9, 
@ Press the DOWN ARROW key until cell AQ is the active cell. 





TIP 





2 Choose Format Font. 


Remember, “Format Font” means the Font command on the Format 
menu. 


The Format Font dialog box appears. 
3 Under Style, turn on the Bold check box by clicking it. 


Chicago 
Ci Helvetice Cone i] | (C) Undertine 


CD Strikeout 
C Outline 


CD Shedow 


4 Choose the OK button (click OK or press ENTER). 
“Operating Income” appears in bold. 


You can press ENTER to choose the selected button in any dialog box. The OK 


button Is often selected by default. You can distinguish the selected button by 
its heavy border. 


sus Widen column A 


The text in cell A9 is too long to fit, so you want to widen column A. You 
can change the width of any column on a worksheet. With the mouse, you 
decide exactly where you want the column boundary. With the keyboard, 


you can specify the width in characters, or you can tell Microsoft Excel to 
determine the best fit. 


To widen column A: 


1 Position the pointer on the boundary between the headings of columns A 
and B. 


The pointer changes to ¢4+, showing that it can be moved right or left. 
2 Drag the column boundary to the right of “Income.” 


TIP 


Point fo the column boundary, When the 
pointer changes shape, drag to the right. 


@ Fite Edit] fermule Fermet Bete Sptiens Mecre Window 





When you release the mouse button, column A is wider. 
1 Choose Format Column Width. 
2 Choose the Best Fit button. 


Column width: (| ] 
(CD Stenderd Width (Concei } 






Using the Best Fit option can be a time-saver when you are formatting many 
columns at once. To save even more time, select Best Fit by double-clicking 
the column boundary. 


suet ~©=Select an entire column 


Now you can enter the 1991 forecast figures in column B. To select the en- 
tire column: 


P Click the heading of column B. 


Click here. 


" @ File Cait fermule Fermet Dete Options Mecre wingow s 


eon JO (| tas) (2) 7) SIS) Coo aos Sd 
a ie On| 





s 
eg 


Pe. > - 





© 


1 Use the ARROW keys to move to cell B1. 
2 Press COMMAND+SPACEBAR. 


Enter numbers 


Now enter the numbers for the expense and revenue categories. You enter 
numbers the same way you entered text. 


Type 192000 and press ENTER. 

Type 95000 and press ENTER. 

Type 87000 and press ENTER. 

Press ENTER three times to make cell B7 the active cell. 
In cell B7, type 995000 and press ENTER. 
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Microsoft Excel automatically aligns text to the left and numbers to the right. 
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su Format the numbers as dollars 


The numbers you just entered are in General format. To format the numbers 
as dollars, use the Format Number command. Because you will also enter 
dollar amounts in column C, format that column, too. 


1 Select columns B and C: 
x) Drag across the column headings for columns B and C. 





TIP 





© If column B is still selected, press SHIFT+RIGHT ARROW to select 


column C, If it is not still selected, press COMMAND+SPACEBAR and 
then SHIFT+RIGHT ARROW. 


Columns B and C are selected. 


2 Choose Format Number. 
3 Select the first dollar format. 


Format Number 
heneral 
“ 


0.00 
#.7#0 


$% FS) 1" F270 


$#,##0_):[Redl($*,# #0) 
$#,##0.00_);($*,# #0.00) 





4 Choose the OK button (click OK or press ENTER). 
Microsoft Excel formats the numbers as dollars. 


You can create a custom number format by editing a built-in format in the 
Format box or by typing a custom format in the Format box. For information 


on custom number formats, see Chapter 5, “Formatting a Worksheet,” in the 
Microsoft Excel! User's Guide. 
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Creating a Formula 


To get figures for Total Expenses and Operating Income, you want to total 
the expense categories and then subtract Total Expenses from Revenues. 
Microsoft Excel can do this for you, but first you need to indicate which 
values on the worksheet you want it to use in these calculations. 


sun Enter a formula 


To type a formula in a cell, you first select the cell and type an equal sign. 
When you type an equal sign, the formula bar becomes active. The insertion 
point appears in the formula bar, and the cancel and enter boxes appear. 


Now, create a formula that totals the three expense categories. Remember, 
you can select a cell either by clicking it with the mouse or by using the 
ARROW keys. 


Dothis = ___The formula ber shows Laat 

1 Select cell B5. 

2 Types An equal sign followed by a blinking insertion 
point. 


3 Select cell B3. =B3, A marquee appears around B3 to show that 


you have selected it as a cell reference. 


4 Type+ @B3+ 
5 Select cell B2. =B3+B2 
6 Type+ =B3+B2+ 
7 Select cell B1. =B3+B2+B1 
8 Clicktheenterboxin =B3+B2+B1 
the formula bar or 
press ENTER. 
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Using Functions 
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Creating a Worksheet 


Cell BS displays the value calculated by the formula, $374,000. 


The formula bar shows the formula. 


ule Fermet Bete Options Mecre Window 





When you click the enter box or press ENTER, Microsoft 
Excel calculates the formula and displays the total. 


sun Change one of the numbers 


Whenever you change a value in your worksheet, Microsoft Excel recal- 
culates any formula that uses that value. 


1 Select cell B2. 
2 Type 95500 and press ENTER. 
Microsoft Excel automatically adjusts the total in cell BS to $374,500, 


In the previous procedure, you used a formula to add the three expense cate- 
gories on the Budget worksheet. The formula you created works fine for add- 
ing the values in three cells, but it would grow unwieldy if you had a large 
range of values to add. Also, if you added a new expense category, you 
would have to remember to add the new cell reference to your formula. 


You can avoid this problem and work more efficiently by using worksheet 
functions. 


Microsoft Excel has many built-in functions for mathematical operations, 
such as sum, square root, and average. Now you will replace your Expenses 
formula with the SUM function. 


To ) et TE ma 


sus Replace the formula 
1 Select cell BS. 
2 Choose Formula Paste Function, 
3 Scroll down the list of functions and select the SUM() function. 
® Une the scroll har to scroll to the SUM() function; then click It, 


> pues ot aerll aieh ly te the Fnetione beginning with OA. Then 
tw the HOWN AKKOW hey to neleet SUIM(). 


4 Tur off the Paste Arguments check box (click it of press SLASH+A). 


SUM(number! number?....) 
C) Peste Arguments 





5 Choose OK (click OK or press ENTER). 


TIP You can also double-click SUM( ). Double-clicking an item in a list 
box is a shortcut for selecting an item and then choosing OK. 


6 Select the cell range B1 through B3. 


® Point to cell B1 and drag to cell B3. 


@ Use the ARROW keys to select cell B3, hold down SHIFT, and press 
the ARROW keys until B1 is selected. 


When you select a range of cells, the formula bar displays the range with 
a colon—B1:B3. 


7 Click the enter box or press ENTER. 


Microsoft Excel displays the same result as before, but you didn't have to 
enter the plus signs and cell references. The SUM function is especially 
useful for adding many cells within a range. 


TIP 


Defining Namea 








You can use the Formula Paste Function command to-paste any worksheet 
function and its arguments. Microsoft Excel provides an additional shortcut for 
the SUM function. You can click the auto-sum button ([£]) on the tool bar to 
instantly paste the SUM function and the reference of fhe adjacent range. For 
more information, see Chapter 3, “Creating and Using a Worksheet,” in the 
Microsoft Excel User's Guide. 


Ustiig tiie in plive of cell ielerencen maken a workaheet oamtier to under 
stand, For example, it is easier to remember Revenues—Total Expenses than 
B7-B5, Names also make your worksheet easier to update. 

miu Define a name 


You can use the Formula Define Name command to name a cell of a range of 
cells. 


1) Select celly B7 and C7, 
2 Choone Formula Define Name. 


“Revenues” appears in the Name box. When the active cell or the cell to 
the left of the active cell contains text, Microsoft Excel proposes that text 
as the name. 


Define Name 


Hevenues (naa) 


Refers to: 


3 Choose OK (click OK or press ENTER). 


Whenever you use the name “Revenues” in a formula, Microsoft Excel will 
use cells B7 and C7. 


sus Define names for the rest of the worksheet 


Now name the rest of the expense categories. To save time, use the Formula 
Create Names command, which defines many names at once. 


NOTE Touse the Formula Create Names command, you must be using full menus. 


Choose Options Full Menus. If your Options menu includes the command 
Short Menus, you already have full menus displayed. 


1 Select cells Al:CS. The colon indicates a range of cells—A\1 through CS. 
® Point to cell Al and drag to cell CS. 


@ Use the ARROW keys to select cell Al, hold down SHIFT, and press 
the ARROW keys until C5 is selected. 


2 Choose Formula Create Names. 


If you don't see this command on the Formula menu, choose Options Full 
Menus and try it again. 


3 Turn on the Left Column check box if it is not already checked, because 
you want to create names from the text in the left column. 


reate Nemes 
OO Top Row 
& Left Column 


C Bottom Row 
C) Right Column 





4 Choose OK (click OK or press ENTER). 


Microsoft Excel names the selected rows according to the text in the left 
column—column A. For example, the name “Salary” applies to cells Al 
through C1. Whenever you use the name “Salary” in a formula, Microsoft 
Excel uses these cells. The same is true for the names you've given to cells 
A2, B2, and C2 through A5, BS, and CS. 


sau Paste names to create a formula 


You can use the names you defined to quickly create the formula for 
calculating Operating Income. 


1 Select cell BY. 
2 Choose Formula Paste Name. 


The dialog box displays a list of the names you defined. When a name 
has two words, Microsoft Excel separates them with an underline. Spaces 
are not allowed in names. 


3 In the Paste Name box, select Revenues (click it or press the DOWN 
ARROW key), 


a 





4 Choose OK (click OK or press ENTER). 
When you paste a name to start a formula, Microsoft Excel automatically 
adds the equal sign for you. 

Microsoft Excel puts an equal sign in the 
formula bar belore “Revenues.” 
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5 Type — (minus sign). 
6 Choose Formula Paste Name. 


7 Inthe Paste Name box, select Total_Expenses (click it or press the DOWN 
ARROW key). 


8 Choose OK (click OK or press ENTER). 

9 Click the enter box or press ENTER. 

Microsoft Excel subtracts Total Expenses from Revenues and displays the 
result in cell BY. 
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Adding Information to the Worksheet 


il Te ae 


By adding column titles and copying the forecasted 1991 figures, you can 
extend your worksheet to accommodate the actual figures for 1991. 


sau Insert a row 
First, insert a row at the top of your worksheet for column titles. 
1 Select row |. 
®D Click the row heading. 
Move to cell Al and press SHIFT+SPACEBAR. 
2 Choose Edit Insert (COMMAND+). 


r 
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The Edit Insert command inserts as many cells as your selection contains and 
automatically adjusts all cells, names, and formulas. If you select two rows 
before choosing the Edit Insert command, Microsoft Excel inserts two rows. 


sus Add column titles 

Now add the column titles. Row | should still be selected. 
1 Press ENTER to make cell BI the active cell. 

2 Type 1991 Forecast and press ENTER. 


NOTE If when you type 1991 Forecast you get a message saying that 
there is an error in the formula, you need to choose Options 
Workspace and turn off the Alternate Navigation Keys check box. 
This check box is turned on if you enabled Help for Lotus 1-2-3 
Users during Setup. If you want to use Lotus Help after working 
through these lessons, be sure to turn on the check box again 
after you finish the tutorial. 


Mews 
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3 Type 1991 Actual and press ENTER. 
The titles are over the appropriate columns. 
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su _ Copy values and formulas into the next column 


The Edit Fill Right command copies the contents of the left column of your 
selection to the right, into the rest of the selection. You can use the Edit Fill 
Right command to copy formulas and numbers from column B into column 
C. In Lesson 2, you will get the actual expense information for column C 
from a database of expense records. 
1 Select cells B2:C10. 

® Point to cell B2 and drag to cell C10. 


@ Use the ARROW keys to select cell B2, hold down SHIFT, and press 
the ARROW keys until C10 is selected. 


2 Choose Edit Fill Right (COMMAND+R). 


he 5 a Mee ee 
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The formula Revenues—Total_Expenses is now in two cells: B10 and C10. 
Microsoft Excel knows which cells to use in each column. The formula in 
column B subtracts the column B Total Expenses from the column B 
Revenues, while the formula in column C subiracts the column C Total 
Expenses from the column C Revenues. 


In the next lesson, you'll enter the actual 1991 expenses and revenues in 
column C and compare them to the forecast in column B. 


Saving the Worksheet 


[<n ee ce 


It is a good idea to save your work frequently. Saving protects your work 
from being lost in the event of a power interruption. 


suas Save your work 
1 Choose File Save As. 
2 Inthe Save Worksheet As box, type Budget 


= HARODRIVE 


Loan Anatysis 
() September Report 


Seve Worksheet es: 





Normel Formet 


3 Choose the Save button. 


Microsoft Excel names the worksheet Budget. The saved worksheet remains 
on the screen so you can continue working with it. 


Quitting Microsoft Excel 


The next lesson shows you how to use a database. You can work through the 
“Using a Database” lesson now, or you can quit Microsoft Excel and do it 
later. 


au Quit Microsoft Excel P 
> Choose File Quit (COMMAND+Q). 


For More Information 

Microsoft Excel has many other worksheet features that aren't covered in 

this lesson. 

For more information on Lae See in the Microsoft Excel User's Guide 

Creating and using worksheets Chapter 3, “Creating and Using 

Using formulas and arithmetic operators a Worksheet" 

Moving and copying data Chapter 4, “Editing a Worksheet” 

Formatting text and numbers Chapter 5, “Formatting a Worksheet” 

Using names in a worksheet Chapter 6! “Organizing and Documenting 
a Worksheet” 
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Using a Database 


. Lesson ' A database makes it easy for you to store and organize information. With 
PS 2s Microsoft Excel you can sort, find, delete, and extract information from a 
database. You can also use special database functions to analyze data. 


In Lesson | you created a worksheet. In this lesson, you will work with 
0 database containing expense information on another worksheet. The 
worksheet that contains the database is in your Microsoft Excel folder. 





| ies In this lesson, you will: 
Define a ditabave on a worksheet 
Specify criteria on a worksheet 
Find information within a database 
Use a function to analyze information in a database 
Use a table to display information from a database 
Copy information from one worksheet to another 

Extract information from a database 


If you quit Microsoft Excel at the end of the last lesson, you need to restart it 
before you can continue. 


Understanding the Database 


ssa ~Open the Expenses worksheet 
To open the worksheet containing the database: 
| 1 Choose File Open (COMMAND+0). 
: 2 Inthe list, select Expenses. 
| 3 Choose the Open button. 
| Each row in the database is a record. Each cell in a record contains a separate 


type of information called a field. The first row of a database must contain 
é; field names that describe the information in the fields below them. 
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Records are made up of fields. Each cell is one field. 


Defining the Database 


Oe ee 


A database can be anywhere on a worksheet. To define an area of a work- 
sheet as a database, you select the database area and choose the Data Set 
Database command. The area you define in this way is called the database 
range. 


sus Define the database range 
1 Select cell Al0. 
2 Select all the data in the worksheet: 


® Drag the scroll box to the bottom of the vertical scroll bar, and then 
hold down SHIFT and click cell D256. 


© Press CONTROL+SHIFT+END. 
Everything between A10 and D256 is selected. 
3 Choose Data Set Database. 
This tells Microsoft Excel to define the selection as a database. 





4 Drag the scroll box to the top of the vertical scroll bar, or press 
CONTROL+HOME. 


Microsoft Excel names the selected area “Database.” You can use this name 
just as you would any other named reference. 


Specifying What You Want to Find 


Microsoft Excel can locate information within a database according to the 
criteria you specify. Criteria are the tests that Microsoft Excel uses to find 
records in the database. For example, you might want Microsoft Excel to 
find all expenses greater than $1,000 or all salary expenses, or both. 


su Set up the criteria range 


A criteria range contains the names of the fields you want Microsoft Excel 
to look in, as well as the information you want to find. 


At cuay way to aet up a criteria range isto copy the Meld names from your 
datubuse range. 


1 Select cells A10:D10. 
2 Choose Edit Copy (COMMAND+C). 

The selection is surrounded by a border called the marquee. 
3 Select cell Al. 


Cell AJ is the first cell in the paste range, the range to be copied to. 
4 Choose Edit Paste (COMMAND+V). 
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sun Specify the criteria 


With the Data Set Criteria command, you define a selection an the criteria 
range—the range of cella that contains your criteria, 


1 Select cell B2. 


2 Type salary and press ENTER. Be sure not to add spaces before or after 
the word “salary”. 


This specifies that you want to search for records with the word “salary” 
in the expense field. “Salary” is your criterion. 


3 Select cells Al:D2. 
4 Choose Data Set Criteria. 
This defines your selection as the criteria range. 
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your criterion. criteria range. 













Microsoft Excel names the selected area “Criteria.” You can use this name 
just as you would any other named reference. 


Finding Information in the Database 


Now use the Data Find command to find the database records that match the 
criterion. 


1 Choose Data Find (COMMAND+F). 


Microsoft Excel scrolls to and selects the first salary record. The striped 
scroll boxes indicate that you are in Find mode. 


TIP 





This number means that this is the 


The scroll box remains striped as 
seventh record in the database. 


long as you are in Find mode 
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The first salary record is selected. 

2 Tocontinue searching, click the down scroll arrow or press the DOWN 


ARROW key, 


Microsoft Excel selects the next salary record. If there were no more 
records to find, you would hear a beep. 


3 Click the up scroll arrow or press the UP ARROW key. 
Microsoft Excel selects the previous salary record. 


4 Drag the scroll box to the bottom of the vertical scroll bar, or press PAGE 
DOWN repeatedly. 


Microsoft Excel selects the last salary record. 
5 Choose Data Exit Find (COMMAND+F). 
The scroll boxes change back to white. 


6 Drag the scroll box to the top of the vertical scroll bar, or press 
COMMAND+HOME. 


You can also view records one at a time using the data form. Choose the 
Data Form command to display the first record in the database. Then use the 
buttons in the Data Form dialog box to set criteria and to add, delete, and find 
records. For information on the data form, see Chapter 9, “Creating and Using 
a Database on a Worksheet” in the Microsoft Excel User's Guide. 
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Using a Database Function to Analyze the Database 


With Microsoft Excel database functions, you can quickly analyze your 
database. The database functions perform calculations on fields in a database 
according to criteria you define. You can use database functions to determine 
sums, averages, and minimums, and to perform many other calculations. 


To fill in the 1991 Actual figures on your Budget worksheet, you need the 
totals for each of the three expense types. You've already set up your criteria 
range to find the salary records. Now you can use the DSUM database func- 
tion to total the Amount fields of all the salary records. This is much like the 
SUM function you used in Lesson 1. 


sun Paste the DSUM function 
1 Select cell B4 on the Expenses worksheet. 
You will paste the DSUM function into this cell. 
2 Choose Formula Paste Function. 
3 In the Paste Function box, select DSUM(). 
4 Turn on the Paste Arguments check box. 


Peste Function 
OPRODUCTI) 
DSTDEU() 
OSTOEVFiG 


TeNtisdee 


OsUM(detebese, fieid,criteria) 
& Peste Arguments 





5 Choose OK. 
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The DSUM function is displayed in the formula bar and in cell B4. 
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For the DSUM function to work, Microsoft Excel needs three pieces of in- 
formation: where to look for the records, what records to use, and what fields 
to total. These pieces of information are called the arguments to the function. 


The arguments must go inside the parentheses after the function name, 
separated by commas. The function is pasted with placeholders to remind 
you what the arguments are. 


You want to tell Microsoft Excel to look in the range named Database, 
A10:D256, total the “Amount” fields of the salary records, and use only the 
salary records, as specified in the range named Criteria. The placeholders 
“database” and “criteria” are the same as the names you want Microsoft 
Excel to use, so you don't need to change them. You need to replace the 


second placeholder, “field”, with the nume of the field you want Microsoft 
Excel to sum. 


aus Type the argument 
1 Select the argument “field,”. 
® Drag across “field,”. 


© Press F2; then press CTRL+RIGHT ARROW to move the insertion 
point to the beginning of “field,”. Press CTRL+SHIFT+RIGHT ARROW 
to select “field,” 


2 Type "Amount", 


Be sure to include the quotation marks and the comma. The other two 
arguments don't need quotation marks because Microsoft Excel rec- 
ognizes them as names. 


3 Click the enter box or press ENTER. 





Microsoft Excel displays the total of all the salary records in cell B4. 
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DSUM is just one of the database functions available in Microsoft Excel. 
For information on Microsoft Excel database functions, see Chapter 10, 
“Analyzing and Reporting Database Information,” in the Microsoft Excel 
User's Guide. 


sau Change the criterion 


Now change “salary” to “overhead” in the criteria range to find the total 
overhead expenses. 


1 Select cell B2. 

2 Type overhead 

3 Click the enter box or press ENTER. 

This changes your criterion from “salary” to “overhead.” 
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Microsoft Exce/ uses the DSUM function to total the Amount fields. 


Microsoft Excel now displays the total for the overhead records in cell B4, 
the cell containing the DSUM function. 





Using a Table to Make Calculations 


By using different criteria in cell B2, you can find the totals for different ex- 
pense categories, one at a time. You can use a fable to automate this process 
So that you can find all the totals at once. Microsoft Excel can use the table to 
automatically find and sum all the records for each category and then display 
the resulting totals. 


sun Create a table 


To create a table to show the totals for the three expense categories: 
1 Select cells A5:A7. 


2 Type the following expense categories, pressing ENTER after each one: 


salary 
inventory 
overhead 


These are the categories you will test in cell B2, the criterion cell. 
3 Select cells A4:B7. 


Microsoft Excel uses “salary,” “inventory,” “overhead,” and the DSUM 
function to build a table. 


Microsoft Excel uses the DSUM function in cell B4... 


e @ File Cait |Fermule Formet Dete Options Macro Window 
(ple tals:) (x) (@T7) ele) OCs GMoes | 


7 ] Sur aetebere. Amount criterte) 


. 









Uxpense 
1/1/91 \ever head 
—1/S/9 lever need _ 
...0 total the Amount ... nd displays the 
field for each expense results in these cells. 


4 Choose Data Table. 





Le ee 


as 


we 


Ahk 


Oh es 


. 








Se CSE, see oe 


5 Move to the Column Input Cell box. 
The vuluex you are testing are in the left column of this table, 


6 Select cell B2. You cun drag the dialog box by its title bar if you need to 
move it, 





7 Choose OK, 


When you choose OK, Microsoft Excel uses each of the names in the left 
column—"salary,” “inventory,” and “overhead”—in cell B2 of the crite- 
tla range, Cell B2 in the dnput cell, 


Mivromott Havel uses the DAUM funetion te fied the recede for each of the 
three categories and then sum the Amount fleids. The table shows all three 
results at once. 
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Copying Figures 


TIP 








to the Budget Worksheet 


Now that you have the three expense totals, you can copy them Into your 
Budget worksheet to show actual expenses, 


You can copy data from one worksheet to another using the Edit Copy and 
PisHte Danner one Ditit Datee Fdok commen, Hyon sve Halil Paste, the copter 
heater WHEE raconnentnn cones Vovenngeerel TE ones comer Petit P%nmter Ftevbe, tyes tewen weene bem loererte 
we Hnkeds HE you change a valie tt the original wotksheet, the value alse 
changes in the linked worksheet. 


You want to link the two worksheets so that if you change a figure in the 


Expenses worksheet, the appropriate total will change in the Budget work- 
sheet. 


If you closed the Budget worksheet at the end of the previous lesson, open it 
now so that you can copy the figures to it, 


You can save @ group of documents as a workepace file and reopen them all 
at the same time, just as they were when you last worked with them. Choose 
File Save Workspace and type a name in the Save Workspace As box. 


sont ~Open the Budget worksheet 
1 Choose Pile Open (COMMAND +40). 

2 Inthe list, select Budget. 

3 Choose the Open button. 


suse Copy the figures 


Now you can copy the totals from the Expenses worksheet to the Budget 
worksheet and link the two worksheets. 


1 Switch to the Expenses worksheet (click any visible part of the worksheet 
or choose Window Expenses). 


TIP It you have an extended keyboard, you can press COMMAND+F6 to 
switch to the next window. 
2 Select cells B5:B7. 
3 Choose Edit Copy (COMMAND+C). 
The marquee surrounds the cells to be copied. 


4 Switch to the Budget worksheet (click the worksheet or choose Window 
Budget). 


5 Select cell C2. 
6 Choose Fdit Paste Link. 
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Extracting from a Database 


Earlier you used the Data Find command to find records in the Expenses 
database. Locating records one at a time can be useful if you're looking for 
specific information—such as a phone number. However, Microsoft Excel 
has a better way to find a group of records that meet specific criteria: the 
Data Extract command, The Data Extract command extracts the matching 
records and places them in a different part of the worksheet. 


To extract data from your workaheet, you define three ranges on the 
worksheet; 


@ Database range 
e Criteria range 
w Hatract range 


You defined the database range and the criteria range in the previous proce: 
dures. Now you need to specify the extract range. The extract range is where 
Microsoft Excel puts the records that meet your criteria. 


IMPORTANT 








P'dvet, yernn mgente HE y Cheee uetinnnce ool Ghose Fhesbebe yore waned ebimgelnyerel Fone etvne di rete ened 
hod. Phe extracted records will be plaved below the field nanies. Mater the 
field names in a blank part of the worksheet so that no existing data will be 
deleted. In the following procedure, the field names start in column F. Since 
there is no information beyond column D in your worksheet, no existing data 
will be replaced by the extracted records. 


If you select only the field names in the extract range, Microsoft Excel clears 
all cells below the field names before it extracts the records. Make sure there 
is no data you want to save in the cells below the extract range. You can't 
undo the Data Extract command. 


If you select the field names and an area below them, Microsoft Excel clears 
only the selected area before extracting the records. If the selected area isn't 


big enough, Microsoft Excel displays a message telling you that the extract 
range is full. 


su Copy field names to the extract range 
You will extract all the records for inventory expenses. 
1 Choose Window Expenses. 
2 Incell B2, type inventory and press ENTER. 

This changes the criterion, 

Select cells ALO:DIO, 

Choose Edit Copy (COMMAND+(), 


Une the horizontal scroll har or preas the (rt ARKOW key to scroll 
through the worksheet until you can see columns F through 1, 


6 Select cell F). 
7 Chee Palit ante (COMMANDS Y), 
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These field names are at the start of the extract range. They control the 
data displayed for each record extracted from the database. 
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TIP 


TIP 


The Held nainen tcells PEE apecity which Felidae will be diapliyed foreach 
record extracted from the database. For example, if you wanted to see only 
the date, vendor, and amount, you could delete “Expense” in cell Gl. 


You can also choose Data Set Extract to define the extract range. Then you 
don't need to select the extract range before you choose Data Extract. This 
can be useful If you are working In another part of a large database. 

su Extract the records 

To extract the records that meet the criteria: 

1 Make sure that the fleld names are still selected (cells PF :11). 

2 Choose Data Extract. 

3 Choose OK. 
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Microsoft Excel first clears the extract range and then copies into it the rec- 
ords that match your criteria. The records remain selected after they are ex- 
tracted. If you want to put the records into a report, you can use the Edit 
Copy or Edit Cut command after you finish extracting. 


The records are listed in the same order in which they appear in the data- 
base. If you want to change the order of your extracted data—for example, 
put them into alphabetic order—select the records, making sure you don't 
include the field names, and choose the Data Sort command. 





Saving and Closing the Expenses Worksheet 


TIP 


sus ~Rename the worksheet 


Now you can close the Expenses worksheet, but first, save it with a different 
name. This leaves the original worksheet unchanged in case someone else . 
wants to work through this lesson. 


1 Choose File Save As. 
2 Inthe Save Worksheet As box, type Expenses Summary 
4° Choose the Save button, 


su ~Close the worksheet 


» Choose File Close (COMMAND+W). 


You can also close a document by clicking the close box in the upper-left 
corner of the window. 


In the next lesson, you will create a chart based on the figures in your Budget 
worksheet. Keep the Budget worksheet open if you plan to continue working 
through the lessons. 


If you want to quit Microsoft Excel for now and resume the lessons later, 
save the Budget worksheet first. If you forget to save a document before 


closing it, Microsoft Excel will display a message asking if you want to save 
your changes. 


For More Information 


Microsoft Excel has many other database features that aren't covered in this 
lesson. 


For more information , ee _See In the Microsoft Excel User's Guide 
Sorting Chapter 4, “Editing a Worksheet” 
Data tables Chapter 7, “Analyzing and Calculating 
a Worksheet” 
Databases Chapter 9, “Creating and Using a 
Database on a Worksheet” 
Criteria Chapter 10, “Analyzing and Reporting 
Extracting data Database Information” 
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Lesson 





Creating a Chart 


Now that your Budget worksheet is finished, you can create a chart to present 
the information graphically. Microsoft Excel has many chart types that make 
it easy for you to analyze information at a glance, 


In this lesson, you will: 

a Create a simple column chart 

= Adda legend and title to the chart 
es Change the format of the chart 


Change the chart type 

e Create a chart from a muluple selection 
e Paste a data series into the chan 

e Save and print the chant 


If you quit Microsoft Excel at the end of the last lesson, you need to restart it 
and open the Budget worksheet before you continue. 


Creating a New Chart 


To create a chart in Microsoft Excel, you first select the worksheet data you 
want to plot in the chart. 


su ~=Create a new chart 


You want to create a chart to compare the 1991 Forecast figures with the 
1991 Actual figures. 


1 Select cells Al:C4. 


This ts the data you want to plot in a chart, 
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2 Choose File New (COMMAND4N), 
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OG Select Chart, 





4 Choose OK. 


Microsoft Excel plots the selected expense information in a new chart doc- 
ument called Chart!. Now that the active document is a chart, the menu bar 


displays the chart menus—a set of menus designed specifically for working 
with charts. 


Microsoft Excel organizes the data from your worksheet into data series and 
then plots it in the chart. Although your data is plotted in a column chart, the 
default type, you can select from many other types of charts. 


In this chart, one data series, or set of columns, represents the Forecast data. 
The other data series represents the Actual data. Each column represents one 
value in the data series, or a data point. 


Microsoft Excel uses the names of your expense categories to label the x 
avxis—the horizontal axis, Because the cells in your worksheet selection are 
formatted as dollars, Microsoft Excel formats the labels on the y axis—the 
vertical axis—as dollars, also. 


Each column is one data point. 
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Each group of related data 
points is a data series. 
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Updating the Chart 


The chart is linked to the worksheet containing the original data. If a value 
changes in the supporting worksheet, Microsoft Excel automatically redraws 
the chart, 


sus Change a worksheet value 
1 Choose Window Arrange All. 
The worksheet and chart are displayed side by side. 


2 Switch to the Budget window (click the window or choose Window 
Budget). 


Select cell B4. 
Type 95000 


5 Watch the overhead columns on the chart as you click the enter box or 
press ENTER. 


Microsoft Excel redraws the chart to reflect the new value. 


When you change a value in your worksheet... 
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Microsoft Excel redraws the chart to reflect the change 





Formatting the Chart 


With Microsoft Excel, you can make your chart look just the way you want. 


You can add a legend, title, text, and arrows, and change the chart format. 


mus Adda legend 


1 Switch to the chart window (click the window or choose Window 
Chart!). 


2 Click the zoom box so that Chart! fills the entire screen. 
3 Choose Chart Add Legend. 
A legend is displayed on the right side of the chart. 





Mirosol| Exonl plavea the legend on the right aide of your ohart 
au Adda title 


A title can make a chart more descriptive. Use the Chart Attach Text 
command to add a title to your chart. 


1 Choose Chart Attach Text. 
2 Make sure Chart Title is selected. 
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You want to add text in the form of a chart title. 


3 Choose OK. 


The word “Title” appears at the top of the chart surrounded by white 
selection squares, indicating that it is selected. The text also appears in 
the formula bar so you can edit it. 


The selection squares show that the text is selected. 
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san Edit the title 
Now you can edit the chart title so it describes the information in your chart. 
1 Type Forecast vs. Actual Expenses 


The new title appears in the formula bar as you type. If you make a 
mistake while you are typing, press DELETE to correct it. 


2 Click the enter box or press ENTER. 
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The chart title appears at the top of the chart. You can change the title at any 
time by selecting it and editing it in the formula bar. 


The title you just added is attached text, That means that its position is fixed 
at the top of the chart. 


You can also add unattached text, which you can place anywhere in the 
chart. Unattached text can be used to point out the increase in salary 
expenses. Make sure no other text is selected, and type the text you want. 
You can then move and format the text. 


Changing the Chart Format 


Unless you specify otherwise, Microsoft Excel plots charts in a simple col- 
umn chart format. You can change the format of the chart and the pattern 
and color of the columns. With most formatting commands, as with editing 
commands, you first select the objects you want to format and then choose a 
command to format your selection. 


sun Change a pattern in the chart 


Change the pattern of the Actual series markers to make your chart more 
eye-catching. 


1 Click a column in the Actual data series to select the series. 
2 Choose Format Patterns. 


TIP You can also display the Patterns dialog box by double-clicking the 
chart item you want to format. 
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3. Inthe Patterns box, select a pattern from the list: 


© Click the arrow to display the list, and then use the scroll bar to 
scroll through the list. Select any pattern you want. 
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TIP \t you have a color monitor, select the colors you want for 
Foreground color and Background color. The sample will show the 
colors you select, so you can experiment with them before you 
change your chart. 


4 Choose OK. 


The pattern of the Actual columns changes. 


Changing the Chart Type 
min Change the chart type 


If you want a different chart type, you can choose from the chart types on the 
Gallery menu. Each chart type can be customized with Microsoft Excel 
formatting commands. 


Change the column chart to a 3-D column chart to get a different view of the 
Forecast and Actual figures. 


1 Choose Gallery 3-D Column. 
2 Select format 6. 


TIP 


5-D Column 





3 Choose OK. 


Microsoft Excel plots a 3-D column chart with a horizontal grid. 


You can change the elevation, perspective, and rotation of a 3-D chart with 
the Format 3-D View command. 


Creating a Chart Using a Multiple Selection 


TIP 


The information you want to present in a chart isn't always in one place ina 
worksheet. Fortunately, Microsoft Excel cun create a chart from a multiple 


selection on a worksheet. For example, suppose you want to plot the forecast 
and actual values for Revenues and Total Expenses. To create this chart, you 
make a multiple selection on the Budget worksheet. 


sun ~ Make a multiple selection 


1 Switch to the Budget window. 


2 If necessary, click the zoom box so the Budget worksheet fills the entire 


window, 
3 Select cells Al:Cl. 

Hold down the COMMAND key and select cells A6:C6. 
5 Hold down the COMMAND key and select cells A8:C8. 


If your keyboard includes function keys, you can press SHIFT+FB to turn on 
Add mode after selecting cells A1:C1. Then when you select cells in steps 


4 and 5, you don't have to hold down COMMAND to add the cells to the 
selection. 
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Microsoft Excel plots this data only 


san Create a chart from a multiple selection 
1 Choose File New (COMMAND+N). 

2 Select Chart. 

3. Choose OK. 


Microsoft Excel plots the information from the Revenues and Total Ex- 
penses categories only. It uses the column titles to name the categories. 


4 Choose Chart Add Legend. 


Microsoft Excel uses the row titles to name the data series. 
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Changing a Chart with the Edit Paste Special Command iceman 


You can add information to an exixting chart using the Edit Paste Special 
command, Pasting a data series into a chart can be an alternative to creating 











Fann one 
anew chart from scratch, With the [dit Paste Special command, you can © 6 ten 
control how the Information ia plotted, tone wun 
sit Paste a data series Into the chart pare 
Suppose you decide to include the Operating Income information in the chart $300 000 
you just created. Since the data you are selecting doesn’t include a category | 4200 000 
or series name, you can specify that the row should be a new data series on 1100 000 
the chart. to 
1 Switch to the Budget window. oe rate 


The Budget worksheet becomes the active worksheet, 
2 Select cells A10:C10. 


Saving, Printing, and Closing the Chart 
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You save charts the same way you save worksheets. 





1 Make sure Chart? is the active window. 

2 Choose File Save As. 

3 Inthe Save Chart As box. type Expenses Chart 
4 
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iia ee Choose the Save button 


Revenues $995,000 | $995,000 | | 
san Print the chart 


a ee ——-L-- [ Sh ae cn apa Before you print, you need to set up your printer if you have not already done 
Microsoft Excel will add this information to your chart so. For more information, see Chapter 15, “Printing,” in the Microsoft Excel 
. User's Guide. 


1 Choose File Print (COMMAND+P), 
2 Choose OK. 


Microsoft Excel prints your chart. 


3 Choose Edit Copy (COMMAND+C). 
4 Switch to the Chart2 window. 
5 Choose Edit Paste Special. 


6 Choose OK. mun Close the chart 
The new data series appears in the chart, and a new entry appears in the You can close the chart now, since you won't use it in the next lesson. 
legend. 


> Choose File Close (COMMAND+W). 
Repeat the steps for saving, printing, and closing for Chart. 


ans Close the worksheet 


Pm Close the Budget worksheet without saving the changes. 
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Learning Microsoft Excel 


The next lesson describes formatting a report. You can work through the next 


lesson now, or you can quit Microsoft Excel and continue with the next 
lesson later. 


For More Information 


Microsoft Excel has many other charting features that aren't covered in this 
lesson. 


For more Information on 
Creating a chart 
Changing the chart type 
Creating a chart from a 
multiple selection 
Selecting in a chart 
Adding chart data 


Formatting chart text 


; See In the Microsoft Excel User's Guide 
Chapter 11, “Creating a Chart” 


Chapter 12, “Editing a Chart” 


Chapter 13, “Formatting a Chart” 





Lesson 





Formatting a Report 


In this lesson, you will format your worksheets and print them as reports. 
Microsoft Excel has many formatting capabilities, including defining the 
margins on your printed reports, controlling where the pages break, and 
specifying what standard information is printed on each page. 


In this lesson, you will: 

Specify print titles for each page 

Specify the area to be printed 

Turn off row and column headings so they aren‘t printed 
Define headers and footers 

Preview the printed report 

Center the report on the page 

Include a chart directly on the worksheet 

Include a text box on the worksheet 


Outline an area with a border 


Turn off gridlines so they aren't printed 


If you quit Microsoft Excel at the end of the previous lesson, you need to 


restart it and open the Expenses Summary worksheet before you can 
continue. 


Defining the Print Titles and Print Area 


sun Specify the titles to be printed on each page 


Since this worksheet ts longer than one page, you want to muke sure that the 
column titles in row 10—Date, Expense, Amount, and Vendor—appear at 
the top of each page so you know what the information in the columns 
represents. 


1 Select row 10: 
© Click the row 10 heading. 
@ Move to row LO and press SHINT+ SPACHHAR, 


These are the column titles you want to print on each page 
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Select row 10, the row containing the column titles. 


2 Choose Options Set Print Titles. 
aunt Specify the area to print 


Next, specify which information you want to print. You want to print the 
Expense data, but you don't want to print the criteria and extract information 
al the top of the worksheet. 


1 Select cells A10:D256. 


Select cell A10, drag the scroll box to the bottom of the vertical 
scroll bar, and then hold down SHIFT and click cell D256, 


@ Select cell A10, press Fx, and press the RIGHT ARROW key to select 
cells A10:D10. Then press CONTROL+DOWN ARROW to extend the 
selection to cell D256. 


2 Choose Options Set Print Area. 
This tells Microsoft Excel the area of the worksheet you want to print. 
Microsoft Excel displays a dashed line around the print area. 


ain Turn off the row and column headings 


You don’t want to print the row and column headings on each page. You can 
turn these off in the File Page Setup dialog box. 


1 Choose File Page Setup. 
2 Tur off the Print Row and Column Headings check box. 


Leave the File Page Setup dialog box open so you can add headers and 
footers. 











Adding Headers and Footers 


You want to add text to each page to identify the report and indicate the page 
number. To do this, you add a header—a line that prints at the top of each 
page and a footer——a line that prints at the bottom of each page. You con- 
trol headers and footers uving the File Page Setup command. 


The Header and Footer boxes can include three types of information: the text 
you want printed on each page, such as the name of the report: information 
That eames Crom your syaten or from Microsoft Excel, such asthe date and 
Che, art Torti Hitec tion, much am bestruetions for cementing the tent 
or making tt bold, 


su Define a header and footer 


You will add the title “1991 Actual Expenses” to the top of the printed 
worksheet and make the title bold and centered, The page number is already 
in the footer, but since this worksheet will start on page 3 of a larger report, 
change the page numbering so it starts at page 3. 


1 In the Page Setup dialog box, move to the Header box. 


The code “&f* in the Header box means the name of the file will be 
printed at the top of each page; the code “Page &p" in the Footer box 
means the word “Page” followed by the page number will be printed at 
the bottom of each page. 


2 Inthe Header box, type &c&b1991 Actual Expenses 


Be sure to delete “&f" because you don't want the filename to be printed. 
The code “&c" centers the header between the margins; the code “&b" 
makes the header bold. 


3 In the Footer box, position the insertion point after the existing text and 
type +2 


Don't leave any space between the existing text and the text you type. 
The “+2” makes the page numbering start at 3 instead of |. 
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Loserwriter Poge Setup sof ) 
Paper: @ US Letter OA4 Letter 
Ousteget Oastetter OLtadloia | 
Reduce or [100] Printer Effects: 
Entorge: & Font Substitution? 
Orientation ] Text Smoothing? 
& Graphics Smoothing? 
TE} &] Faster Bitmap Printing? 
Column Headings 
& Print Gridiines 
Type +2 after the text Tum off this check box so the row and 





in the Footer box. column headings won't be printed. 






Type the report title in the Header box. 


4 Choose OK. 


Previewing the Report 
su Preview the printed report 


Now you can use the print preview feature to check how the printed report 
will look. 


1 Choose Pile Print Preview, 


2 Choose the Next button to step through the pages of the report. 


TP To gel an eniaeged view of your date, yeu ert eben tie Zen 
Titles GF eliok THe Fem WHER Thien Fei Me pF 1 eayesr Hie9 
workeheel, To return to the reduced view, choose the Zoom button 
again or click the mouse again, 


3 If you want to print the report, choose the Print button. 
4 When you finish previewing the report, choose the Close button. 
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Choose Nex! to see the next Choose Print to print 
page of the report. the report 
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Preview Page | 


sun Center the report horizontally on the page 


When you previewed the report, you could see that the columns were not 
centered between the margins. You can change this by using the Center 
Horizontally check box in the File Page Setup dialog box. 


1 Choose File Page Setup. 
2 Turn on the Center Horizontally check box, 
3) Choose OK. 


Now if you preview the report again, you'll see that the columns are centered 
ce the page 


You vat alag olvange the en On the workalhee! in print preview Chocowe 
the Margins button and drag the margins with the mouse. As you drag, the 
margin width is displayed in the status bar. 
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mus Close the worksheet 


You're finished with this worksheet now, so you can close it. 
1 Choose File Close, 


Select cells A1:C4. 











@ thie Eat formula Formet Dete Options Mecre Window 


~ eo oI Mri OCssGwios 4 
2 Choose the Yes button when Microsoft Excel asks if you want to save the 


changes, 












— 


otal tspenses =, $874,800) $ane te 
! 








Including a Chart on a Worksheet 


Now, you'll use the Budget worksheet to create a report that includes both 
worksheet data and a chart. You'll add a chart to the worksheet, add text 
explaining the data, turn off the gridlines so the printed report will be more 
attractive, and add a border around the data to make it stand out. 

sunt’ “Open the Budget worksheet 

1 Choose File Open (COMMAND+0). 

2 In the list, select Budget. 

3 Choose the Open button. 
4 


When you see a message about updating references, choose the Yes 


button. This message appears because you linked this worksheet to the 
Expenses database in Lesson 2. 
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mus Adda chart to the worksheet 
1 Select cells Al:C4. 


2 Click the chart tool ( [ida] ) in the tool bar, 


The mouse pointer changes to a cross hair. 


Point here... ...and drag to here. The chart is formed when 


you release the mouse button 
aut Adda legend 


Before you can add a legend to the chart, the chart—not the worksheet — 
must be the active window. 
3 Point to the lower-right comer of the selected cells and drag diagonally to 1 Double-click the chart. 
row 22 and column H to create the chart. 


A chart window is created for your chart, and the chart menu bar is 
displayed. 


TIP You can resize the chart window if necessary. 
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2 Choose Chart Add Legend. 
3 Drag the legend above the Inventory and Overhead columns. 
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Drag the legend above the columns. 


4 Switch to the Budget window. 


asst ~Move the chart 


You can move the chart anywhere in the worksheet window. Move the chart 
below the data. 


P Point to the middle of the chart and drag it below the worksheet data. 
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Move the chart below the data. 


Including a Text Box on a Worksheet 


suns Add a text box 


Use the text box tool to add a text box to your worksheet. You can type 
anything you want in the text box. Use it to explain the data on the 
worksheet. 


1 Click the text box tool ( [fH]. 
The mouse pointer changes to a cross hair. 


2 Point to cell D2 and drag diagonally to cell F7. 
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Using Borders 
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$374,500 | $466,362 
$996,000 | $966,600 


| 10 |Opereting imam | $620,500 | $526,638 


3 Type the text shown in the following illustration. 
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4 When you finish typing, click outside the text box. 


suns’ ~S Add a border around the data 


Using the Format Border command, you can add borders around any range 
of cells. You can use several border styles, and add patterns and shading to 
make certain parts of your worksheet stand out. Add a border around the 
original data to separate it from the rest of the information on the worksheet. 





TIP 





Select cells Al:C10. 

Choose Format Border. 

Under Style. select the second border style. 

Select the Outline option to outline the selected cells as a group. 
Choose OK. 
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sua Turn off the gridlines 


If the gridlines cause your worksheet to look too busy or unclear, you can 
turn them off. 


1 Choose Options Display. 
2 Turn off the Gridlines check box. 
3. Choose OK. 


If you want to turn off the gridlines on the printed worksheet only, you can use 
the File Page Setup command. When you turn off the gridlines with Options 
Display, Microsoft Excel turns off the gridlines for printing too 


sun Preview the printed report 


1 Choose File Print Preview. 
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2 If you want to print the report, choose the Print button. Automating a Task with a Macro 
ee ee Lesson Whenever you repeat a series of steps in Microsoft Excel, it is likely that 
' creating a macro to perform the task will save you time and effort. A macro 
Saving and Closing the Report is a set of instructions you can write or record and then play back to automate 
repeated tasks. 
ums Save the report You can also use macros to create custom commands, menus, and dialog 
1 Make sure that Budget is the active document. boxes. In fact, you can use macros to create an entire custom application 
ithin Microsoft Excel. 
2 Choose File Save As. Se re 
In this lesson, you will: 
3 Inthe Save Worksheet As box, type Budget Report 
e Record a macro 
4 Choose the Save button. 
» Run the macro 
su Close the report For this lesson, you will record a macro that automates updating a worksheet, 
You can close the report now since you won't use it in the following lesson. creating a chart from the data, and printing the worksheet and chart. Most of 
: the tasks in thts lesson are similar to tasks in previous lessons. 
» Choose File Close. — . 
t If you quit Microsoft Excel at the end of the last lesson, you need to restart it. 
The next lesson covers Microsoft Excel macros. You can work through the 


next lesson now, or you can quit Microsoft Excel and continue with the next 


lesson later. Updating the Worksheet 
For More Information cont Spee son 


1. Choose File Open (COMMAND+0). 
Microsoft Excel has many other page formatting and printing features that 


unit disedieaid ia tds Seen, 2 Inthe list, select Running Total. 
3 Choose the Open button, 

For more information on See in the Microsoft Excel User's Guide 1 kal a ae hel h } , 

; : : Ws worksheet contains sales information for the last three months, along 
Using text boxes on a worksheet ee and Documenting with information for the current month. You need to create a report for the 

month of June, showing April, May, and June totals, plus the three-month 
Creating a chart on a worksheet Chapter 11, “Creating a Chart” totals. First. enter the June data. 
Drawing graphic objects on worksheets Chapter 14, “Using Graphics on Microsoft 
Excel Worksheets” 

Headers and footers Chapter 15, “Printing” 


Printing 
Print preview 


son Enter new data 

> Inthe “This Month” area, type the new data for June. 
Wilpets 724 
Sprwkein 4H 
(vite wy) 
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=) 
SS a ee ee ee a coe tc es is me 
a | Monthly Sales Report | 
April May 3-Menth Total 
Widgets 546 522 653 1,721 
Sprockets 390 460 1,250 
Cogs 350 330 920 
This Month 
Widgets 
Sprockets 
Cogs 


Type this data for June. 


Recording the Macro 


To record a macro, you turn on the macro recorder and perform your task. 
The macro recorder is like a tape recorder—every step you perform is 
recorded. By recording a macro as you go through the Steps to create the 


June report, you avoid having to repeat the steps for future months’ reports. 
Instead, you just run the macro. 


suc ~©Start the recorder 


First you need to start the macro recorder, name the macro, and assign a 
shortcut key to run the macro. 


1 Choose Macro Record. 
2 Inthe Name box, type Totals 


Totals is the name of the macro you are recording. 


" @ Fite tant formule formet Dete Options Macro Window i 
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3. Inthe Option+% Key box, type t 


This will be the shortcut key for running your macro. 


Herod Marto 


Nae: | heetate 


| | tanemt | 


Hye tianys om Key, "| 





4 Choose OK. 


Although you don't see it on the screen, when you tum on the macro 
recorder, Microsoft Excel opens a new macro sheet and starts recording in 
cell Al of the macro sheet. If a macro sheet is already open, Microsoft Excel 
starts recording at the end of the last macro on that macro sheet. A macro 
sheet looks much like a worksheet; each step in the macro will go in a 
separate cell in the macro sheet. 


su ~- Move the last two months 


First, you want to delete the oldest data and move the last two months’ data 
to make room for the current month's data. 


1 Select cells E5:FR8. 


" @ Fie (ail Formule format dete Options Mecre Window 
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D 3-Menth Totel 
Widgets r 27 } 1,721 
Sprockets 1,250 


920 





Select cells E5:F8 


2 Choose Edit Cut (COMMAND+X). 
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3 Select cell DS. 
4 Choose Edit Paste (COMMAND+V). @ Rows O Uneor O Day 


© Cotumns O Growth © Weekday { Cancel |} 
—s @ Dote @ Month 


[Sts in—— r-Type Date Unit . a 3» 


" @ file [dit Fermute formet Bete Options Mecre window “ 





|_| a. soe 
Mon Ply Seles Reporte 


SSE 





Step Volue: ae Stop por 


eee These settings tell Microsoft Excel to insert in the next cell whatever date 
3-Wenth Telel mone month after the date inthe first cell, 


400 A Choose OK 
330 


This Month 


sun ~ Move the new data 
tr oa.  ° 


Sprockets 408 You made room for the new month's data and changed the title. Now you 


want to move This Month's data to June. 
1 Select cells DII:DI3. 

Choose Edit Copy (COMMAND+C). 
Select cell F6. 


sun -~Add anew month title 


The name of the month appears above the data for each month, Rather than 
typing a new name every month, you can use the Data Series command to 
have Microsoft Excel automatically advance the month. 


> WwW MY 


Choose Edit Paste (COMMAND+V). 


sun Sum the data 
The months were entered in mm/dd/yyyy format (for example, 3/1/1991) and 


then formatted using the Format Number command to display the name of the * angen 
month only. When you enter the month this way, the Data Series command 2 Type =sum(d6:f6) and press ENTER. 
can advance the month for you. 


3. Select cells H6:H8& and choose Edit Fill Down. 
1 Select cells E5:F5. 


2 Choose Data Series. 


3 Make sure the options selected in the dialog box are Rows, Date, and 


et Aeron (ote) A TTD CAR 
Month, and that the Step Value in |. Ale ' ra ieee ee 


alan te kid, en i 
Click any option you need to change, or press COMMAND+ the underlined Mon (aly Sales Fi CPF t 
letter. 


Sprockets 


This Month 
Widgets 
Sprockets 





The new three-month totals appear 
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sans’ Create a chart 


Now you want to create a chart for the data. The macro recorder is still 
recording your actions. 


1 Select cells CS5:F8. | 
Don't include the three-month totals in the chart. 
2 Choose File New (COMMAND+4N). 
3 Select Chant. 
4 Choose OK. 


Microsoft Excel creates a chart from the data. 


su Add and format a title 

1 Choose Chart Attach Text. 

2 Choose OK to add a title. 

The title is added to the chart and remains selected. 
Type S2!es for Last Three Months 

Click the enter box or press ENTER. 

Choose Format Font. 

Under Size, select 14. 

Choose OK. 


NO nm & W 


aus Add a legend 
P Choose Chart Add Legend. 
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sais Print and close the chart 

1 Choose File Print (COMMAND+P). 

2 Choose OK. 

3. After the chart is printed, choose File Close (COMMAND+ W). 

4 When Microsoft Excel asks if you want to save changes, choose the No 
button, The macro will create a new chart next time, so there is no need to 
save copies of teach month, 


aus Print and save the worksheet 


When you close the chart, the Running Total worksheet should appear on the 
screen (come to the front). [fit doesn't, choose Window Running Total 


1 Choose File Print (COMMAND+P). 
2 Choose OK. 


3 Choose File Save (COMMANDS+S),. 


sua Stop the macro recorder 
> Choose Macro Stop Recorder. 


You now have a macro that will automatically update the sales totals 
worksheet, make a chart, and print the chart and worksheet. 


Viewing and Saving the Macro Sheet 


To see the macro you just created, switch to the window containing the 
macro sheet. Until you save and name the macro sheet, it is called Macro]. 


sous =~ View the macro sheet 
& Choose Window Macrol 





Learning Microsoft Excel 


TIP 


AS 





" @ Fie Fait Formule Format Dete Options Mecre Window : 
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=coPy{) 
D ) -SELECT( “86C6") 
=PasTt( 


| 
| 


*FORMULAC =SUM(RC| - 4] ® 


#SELECT( 8708") 


=FORMULA( “=SuM( RC] - 4] 
19 |=stect( #53 pece-) 


=FORMULA( “=” "Sales for Lee’ 

“FORMAT FONT(O,1 FALSE, 

*LEGEND( TRUE) \ 
vee! PAUSE FALSE, f 


{BRYA A 0A AYR MN | RA 


This is the macro you just created. 


The name of the macro and the shortcut key you defined in the Record 
Macro dialog box are in the first cell, The reat of the macro consiate of macre 
Pe Hote The Tet hone He tide rier eoreapenne fer the methona need con 
Hils you cared out while recording Hy such ae SPECT and SAVE. 
Worksheet functions such as SUM can also be used in macro sheets. All 
macros end with the RETURN function. 


Each macro tunction must be preceded by an equal sign and followed by its 
arguments enclosed in parentheses, just like the SUM function. Some func- 
tions have no arguments, but the parentheses are still required. 


You can change a macro you've recorded by opening the macro sheet and 
editing the functions. For more information, see Chapter 18, “Automating 
Tasks with Command Macros,” in the Microsoft Excel User's Guide. 
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sun ~Save the macro sheet 

1 Choose File Save As. 

2 Inthe Save Worksheet As box, type Totals Macro 
3 Choose the Save button. 


Running the Macro 


TIP 


TIP 


Each month when you have new data, open the Totals Macro macro sheet 
and the Running Total worksheet. Enter the data under This Month on the 
worksheet, and then run the macro to update the worksheet and create a new 
chart, 
sun Enter new data 

Widgets 630 

Sprockets 502 


Cogs 320 


You can use the INPUT function in a macro to prompt for new data You 
could add this line to the macro instead of entering the new data before 
running the macro. For more information, see Chapter 19, “Designing and 
Writing a Command Macro,” in the Microsoft Excel User's Guide. 


aus ~=Run the macro 


The Totals Mar terre re atieet cnet the Renmei Patal workaleet rit be 
Cen, 


1 Choose Macro Run, 
2 Inthe Run box, select t ‘Totals Macro’! Totals. 
3 Choose OK. 


The macro updates the worksheet; creates, formats, and prints a chart, and 
prints and saves the worksheet. 


You can also run the macro by pressing the shortcut keys you defined: 
COMMAND +OPTION+t. 





Quitting Microsoft Excel 


sun Quit Microsoft Excel 


You have completed all the lessons in this tutorial. If you are finished using 
Microsoft Excel for now, you can quit Microsoft Excel. 


P Choose File Quit (COMMAND+Q). 


For information on where to go next to learn more about Microsoft Excel, 
see the Roadmap inside the front cover of this book. 


For More Information 


Microsoft Excel macros are extremely powerful, with features well beyond 
those presented in this lesson. 


For more information on See in the Microsoft Excel User's Guide 


Recording and running a macro Chapter 18, “Automating Tasks with 
Command Macros” 

Writing macros Chapter 19, “Designing and Writing a 
Command Macro” 
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canceling 11 
deleting = 11 
entering 9-10) 
formating 1-12 
mchart titles 46.4% 
naming cells = 19-21 
unattached = 48 
Text box tool 64 64 
Three dimensional charts 49.50 
Time in headers/ooters $7 
Title 
column, printing $5.56 
in charts, adding = 46 48 


Tool bur 
auto-sum button = 19 
chan tool 60 
textbox tool 61 64 
Troubleshooting = 22 


U 


Vinwttin teat teat 4M 
Utilities, tostatting == 2 


Window 
moving | 


resizing to fll workspace 


command = 45 
scrolling through 1 


46, 50 
resizing with Window Arrange All 


switching between 37, 45 


Window Arrange All command 


Worksheet 
changes, saving 60 


chan, displaying beside 45 


charts, creating within 60-63 


closing 41, 60 


column titles, printing = 55-56 
columns, centering between margins 


50 


copying data between worksheets 


37-38 
data, selecting all 28 
database, defining — 2-29 
filling entire window — 50 
footers in S6-5K 
formatting 11-15 
uid = 9 
headers in 56-58 
inserting blank cells into 


7) 
-< 


linking data between 37-34 


linking tocharts 45 
new, opening = 7 

opening — 27,60, 47 
Previewing, — SR-S9_ 65-66 
printing 5%, 66, 73 
recalculating formulas in 
renaming 41 

rows See Row 

saving «24, 73 
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’ *, 
‘ 
\ ‘ 
oas 
f 
7g 4 
lie 5 


Worksheet (continued) 
scrofling through =, 49 
switching between multiple 47 
textbox. adding = 64 64 
tutorial online 4 

Workapare comunand 32 


Workepinee, savin cee inert protien as 
) 


Z 


Zoom box 46, 50 
Zoom button 58 





